Guidelines for the planning and preparation of illustrated technical talks by Hubbard, H. H.
-X- 7^ -783
• ' , . - • N76-10916
GUIDELINES FOR THE PLANNING AND PREPARATION OF
ILLUSTRATED TECHNICAL TALKS
HARVEY H, HUBBARD
LANGLEY RESEARCH CENTER
HAMPTON, VIRGINIA
NOVEMBER 1975 :
DISTRIBUTED BY:
KJEh
National Technical Information Service
U. S. DEPARTMENT OF COMMERCE
FL 2827
WSMC/PMET TECHNICAL LIBRARY
VANDENBERG AFB CA 93437-6021
https://ntrs.nasa.gov/search.jsp?R=19760003828 2020-03-22T19:16:06+00:00Z
KEEP UP TO DATE
Between the time you ordered this report—
which is only one of the hundreds of thou-
sands in the NTIS information collection avail-
able to you—and the time you are reading
this message, several new reports relevant to
your interests probably have entered the col-
lection.
Subscribe to the Weekly Government
Abstracts series that will bring you,.sum-
maries of new reports as soon as they are
received by A/7/S'from the originators of the
research. The WGA's are an NTIS weekly
newsletter service covering the most recent
research findings in 25 areas of industrial,
technological, and sociological interest—
invaluable information for executives and-
professionals who must keep up to date.
The executive and professional informa-,
tion service provided by NTIS in the Weekly
Government Abstracts newsletters will give
you thorough and comprehensive coverage
of government-conducted or sponsored- re-
search: activities. And you'll get thisvimpor-
tant information within two weeks of the time
it's released by originating agencies.
WGA newsletters are computer produced
and electronically photocomposed to slash
the time gap between the release of a report
and its availability. You can learn about
technical innovations immediately—and use
them in the most meaningful and. productive
ways possible for your organization. Please
request NTIS-PR-205/PCW for more infor-
mation.
The weekly newsletter series will keep you
current. But learn what you,.have missed in
the past by ordering; a computer/ NTISearch
of all the research reports in your area of
interest, dating as far back as 1964, if you
wish. Please request NTIS-PR-186/PGN for
more information.
WRITE: Managing
 (Editor
5285 Port Royal Road
Springfield, VA 22161 '
Keep Up To Date With SRIM
SRIM- (Selected Research in Microfiche)
provides you with regular, automatic distri-
bution of the complete texts of NTIS research
reports only in the subject areas you select.
SRIM covers almost all Government re-
search reports by subject area and/or the
originating Federal or local: government
agency. You may subscribe by, any category
or subcategory of our WGA (Weekly Govern-
ment Abstracts) or Government Reports
Announcements and Index categories, or to
the reports issued by a particular agency
such as the Department of Defense, Federal
Energy Administration, or Environmental
Protection Agency. Other options that; will
give you greater selectivity are available on
request.
The cost of SRIM service is onlyv45ff
domestic (600 foreign) for each complete
microfiched report. Your SRIM service begins
as soon as your order is received and proc-
essed and you will receive/biweekly ship-
ments thereafter. If you wish*, your service
will be backdated to furnish you microfiche
of reports issued earlier.-
Because of contractual arrangements with
several Special'Technology. Groups, not all
NTIS reports are- distributed in the SRIM
program. You will receive a notice in your
microfiche .shipments: identifying^ the excep-
tionally priced reports not available through
SRIM..
A deposit account with NTIS is required
before this service can be initiated. If you
have specific questions concerning this serv-
ice, please call (703) 451-1558,-or write NTIS;
attention SRIM Product Manager.
This information product distributed by
U.S. DEPARTMENT OF COMMERCE
National Technical Information Service
5285 Port Royal Road
Springfield, Virginia 22161
N A S A TECHNICAL. NASA TM X- 72783
MEMORANDUM
(NASA-TM-X-72783) GUIDELINES FOE THE N76-10916
PLANNING AND PREPARATION OF ILLUSTRATED
TECHNICAL TALKS (NASA) 14 p HC $3.25
CSCL 05B Onclas
G3/82 39461
2 GUIDELINES FOR THE PLANNING AND PREPARATION
Z
 OF ILLUSTRATED TECHNICAL TALKS
By
Harvey H. Hubbard
November 1975
This Informal documentation medium Is used to provide accelerated or
special release of technical Information to selected users. The contents
may not meet NASA formal editing and publication standards, may be re-
vised, or may be incorporated In another publication.
NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
LAN6LEY RESEARCH CENTER,. HAMPTON, VIRGINIA 23665
Reproduced by
NATIONAL TECHNICAL
INFORMATION SERVICE
US Department of Commerce
Sprlngfteld, VA. 22151
N O T I C E
T H I S D O C U M E N T H A S B E E N R E P R O D U C E D FROM T H E
BEST COPY F U R N I S H E D US BY THE SPONSORING
A G E N C Y . A L T H O U G H IT IS R E C O G N I Z E D T H A T C E R -
T A I N P O R T I O N S ARE I L L E G I B L E , IT IS B E I N G RE-
LEASE*) I N T H E I N T E R E S T O F M A K I N G A V A I L A B L E
A S M U C H I N F O R M A T I O N A S POSSIBLE,
1. Report No.
NASA TM X-72783
2. Government Accession No. 3. Recipient's Catalog No.
4. Title and Subtitle
Guidelines for the Planning and Preparation of
Illustrated Technical Talks
5. Report Date
November 1975
6. Performing Organization Code
26.QQQ
7. Author(s)
Harvey H. Hubbard
8 Performing Organisation Report No.
9. Performing Organization N,,me and Address
NASA Langley Research Center
Hampton, Virginia 23665
10. Work Unit No.
505-03-11-02
11. Contract or Gram No.
12. Sponsoring Agency Nome anil Adiliuss
National Aeronautics and Space Administration
Washington, DC 20546
13. Type of Report and Period Covered
Technical Memorandum
14. Sponsoring ^ijency Code
.'IS. Supplementary Notes
Basis of paper presented at the 90th Meeting of the
; San Francisco, California, November 4-7, 1975
Acoustical Society of America,
16. Aostrau
Guidelines are presented for the preparation of illustrated talks which are
audience oriented and which are aimed at the efficient transfer of technical
information. Early decisions concerning the required number of slides are helpful
in initial planning for a good quality talk. Detailed considerations are; the
establishment of 1 i mi ted '• objectives, selection of appropriate slide material,
development of a text which 1s well coordinated with the slides, and accurate
timing.
TOCES SUBJECT L liiAMGE
17. Key Words (SuygrstfU1 by Author (s)|
Illustrated technical talks-
Slide Preparation
19. Security Qassif. (of this report)
Unclassified
18. Distribution State..'tut
Unclassified
Unlimited
20. Security Clastif. (of this page)
Unclassified i
21.
*For Mia by tha National Technical Information Service. Springfield. Virginia 22161
GUIDELINES FOR THE PLANNING AND PREPARATION
OF ILLUSTRATED TECHNICAL TALKS
B>
Harvey H. Hubbard
INTRODUCTION
Illustrated technical talks, 1n which slides or charts are used to
complement the text, are potentially very efficient for the transfer of
Information from a speaker to an audience. It 1s always rewarding to
listen to well-organized talks that provide a favorable listening and
learning atmosphere. They are audience oriented and result from
advanced planning which takes Into account the needs and capabilities
of,the Individuals In the audience. In most cases, the audience will be
made up of people who have varying levels of understanding of the subject.
The challenge Is to tailor the presentation 1n such a manner that the
nonexpert as well as the expert 1n the audience retains some useful
Information.
Useful guidelines are available for persons giving Illustrated
technical talks, particularly with regard to slide quality (ref. 1) and
the manner of presentation (refs. 1, 2, and 3). Since most deficiencies
In such talks are traceable to Inadequate preparation, there 1s thus a
need for additional guidelines In the planning and preparation phases.
The purpose of this paper 1s to extend the material of the references
by describing some simple concepts, which when pro,perly applied can save
preparation time and effort, Improve clarity, and Increase the general
effectiveness of an Illustrated technical talk. This paper is based on
wide experience gained directly in the preparation of talks, the
supervision of others in talk preparations and in attendance at technical
meetings. Information contained herein most directly relates to talks
prepared for technical society meetings but is useful for any type of
oral presentation where visual aids are used. Definition of the objectives
of the talk, preparation of the slide and text material, and determination
of the presentation time are included as special topics for discussion.
OVERALL GUIDELINES
Emphasis in this paper is on the planning and organization of the
slide material and text prior to presentation because of its importance
in producing a good,talk. The actual manner of presentation is beyond
the scope of this paper except insofar as the preparation details may
influence it. Each person will have his own approach to the presentation,
'arid will add his own mannerisms, personal touches, and humor as appropriate.
Almost anyone can give a very effective illustrated talk provided that
he really wants to communicate and follows a few simple guidelines.
Probably the most important as well as the most difficult lesson
for a speaker to learn is that he can accomplish only limited objectives
in any technical talk. To clarify this important point, he may be able
to introduce a new pie'ce of work or some new facet of a previously studied
subject in such a way that a person in the audience knows whether it is
. ' ' - . ' * - *
profitable for him to pursue further study of the subject or not. The
speaker may be able to summarize some existing information for or make
a few lasting points to the average listener. Above all he has a unique
3opportunity to establish his credibility with the audience as an expert
resource person. If he tries to give the hard sell to a lot of detailed
information he will probably end up communicating with only a few people
who are experts like himself. The latter approach can be useful in
small group discussions but is not recommended in presentations to
general audiences.
Speaking Rate
Most speakers are overly optimistic concerning the amount of material
that can be presented in a given period of time. Where visual aids are
concerned the speaking rate should be slower than for other types of
public speeches. Based on hundreds of observations by the author, a
speaking rate of 100 Words per minute is judged to be a good working
average. Some persons can comfortably talk faster and still be understood,
but the above is a workable compromise, bearing in mind the interests of
both the listener and the speaker.
Advanced Planning
. The listener is almost completely at the mercy of the speaker and
in order to follow the presentation effectively, needs several specific
items of information. He needs to know early in the talk what the subject
is, the scope of the presentation, and what approach will be used in
presenting the material. Then after the descriptive and discussion
material is presented, he needs to be reminded of the main conclusions.
One suggested criterion for preparation of an Illustrated talk is
that the audience deserves to receive from it at least as much as they
' i ' .
devote in time and effort to listen to it. Let us take'as an example
a 15-minute talk to "the Acoustical Society of America that is given in
a session with an attendance of 100 persons. Based on prorating the
estimated expenses of travel, per diem, and salary for a 3-day meeting,
the audience will collectively have invested about $1,000 to listen to
this paper. The average speaker should be willing to make a similar
investment, or the equivalent of about 1 to 3 man weeks of planning,
preparation and rehearsal.
Timing of Presentation
Most guides to preparing and giving technical talks miss the point
completely about planning for the time allotted. Hardly any talk is
scheduled without a time being assigned. A person generally fills up
the time allotted - it is only a question of whether he does it wisely
or not. Planning for the talk*must recognize the available itime-and
provide for wise usage, without running overtime.
No single factor causes so much consternation among audience,
fellow presenters, and session-chairmen as presentation time. It Is
unfair to the audience and to the subsequent speakers to run over the
allotted time. For formal conferences where papers are-rehearsed, it
1s possible to estimate the delivery time quite accurately, but In the
case of open meetings and informal conferences it is not possible to
have group rehearsals and the Individual authors must be responsible
for rehearsing their talks and for adhering to assigned time constraints.
A reliable method for timing a presentation Involves the preparation of -
5a written text of the material to be presented. Such a writeup provides
the opportunity to check for errors and needless repetition, is a guide
for the oral rehearsal and can also be the basis for a referenceable
document.
Evaluation of the slide material alone can be the basis for accurate
timing. This approach is highly recommended and can be effectively used
even by inexperienced speakers. A prerequisite for its success, of course,
is the availability of properly selected slides for the talk.
SLIDE CONSIDERATIONS
In a well planned paper it should be possible to get the main
information from scanning the slide material. For instance, the slides
should indicate the subject matter and its scope, what was done and
the methods used, the results obtained, and the main conclusions. The
slides thus constitute an outline of the paper, and there is, as indicated
later, an optimum number of slides for a given length of presentation.
Number of Slides
The number of words of text for each slide can vary somewhat with
equally good results from about 100 to 200. If a slide requires only
about 100 words, it is probably simple in concept such as a photograph or
sketch of a piece of equipment, or a word slide listing of ideas or
factors. The contact print reproductions of standard 3 1/4- by 4-inch
lantern slides in figure 1 are illustrative of relatively simple slides.
They are examples of those which can be introduced, described, and discussed
in about 1 minute or with about 100 words of text. On the other hand,
: ; ' - - ' , - 6
those of figure 2 are relatively complex and require about twice as much
text. A,slide which requires more than 200 words to describe is probably
i*
too complex and the material on it should be broken up into two or more
slides. A talk, in order to be interesting and effective, should be well
paced and, hence, 150 words per slide is judged to be near the optimum.
As an example, a 15-minute talk would have 10 slides more or less. If
.the slides were extremely simple in concept or if their content required
very little discussion, it is conceivable that as many as 15'slides might
be effectively used. On the other hand, for slides which have several
curves and require more discussion, less than 10 would be a better "number.
Slide Quality
Much has been written about"improving the quality of slides (see ref. 1)
dnd the following are important''summary points:
Slides should be'cl'ear;andvrelatively simple, with °a practical limit
of three curves per slide. If it seems desirable to include ;a'large
nunber of curves to illustrate a'trend, for example, the discussion should
be aimed at identifyintj'the trend rather than a description of 'each
individual curve.
The number of equations should be limited to those for'which the
terms can be properly defined. The emphasis should be on the'type of
' - ' . V
equation and the identification of significant variables involved
rather than detailed information which only the expert listener can
assimilate.
Writing should be readable in the back of the room. Black writing
on white background is preferred but book pages and typewriter size print
. - - . ; • ' - . ' • . 7
are not generally acceptable. The use of color is effective for photographs
and sketches but is frowned on for data slides unless they are coded by
symbols as well as by color. Double coding tends to eliminate problems
due to color blindness and loss of detail in copying.
The above points may be difficult for some authors to adhere to
but the conclusion is that the preparation of good slides does require
considerable thought and effort. It should be noted that all the example
slides of figures 1 and 2 are of acceptable quality.
TEXT CONSIDERATIONS
An important payoff for having a text is that it provides a reliable
measure for timing the presentation. A double-space typed page with
standard margins has about 250 words or 2.5 minutes of speech. Thus, a
six page double-spaced manuscript is a good average size for a 15-minute
talk.
From the listeners point of view the text should generally not be
memorized or read as a prepared statement although either can sometimes
be done acceptably. The ideal approach to a presentation is for the
speaker to properly introduce the slides and to closely coordinate his
remarics with the material of the slides as an outline. One or two main
points per slide is about the maximum that should be attempted.
Such elements as motivation, orientation, discussion, and conclusion
all play useful roles in the texts of illustrated'technical talks.
For instance, a speaker cannot assume that every listener in a large
audience knows What the paper is about, why the work is important,
and why the paper has been prepared. Even if the audience is generally
8knowledgeable, It should be reminded of ther'purpose and scope of the
papery
' Proper introduction and description of the slide material is
obviously important as a basis for the effective use of the slides.
A discussion of what was done and the associated results are best
accomplished in close coordination-with the slide material and should :
be fully compatible with it.
.The main findings should be summarized in a conclusions or,;
concluding remarks section. The average listener is probably not
capable^of retaining a long list of detailed statements, hence, it is
important to select one or two main conclusions to highlight.
: • COMPOSITION AND FORMAT
A logical way
 ;to proceed to put a talk together is to -select the
slides first. Makessure -that^they-:.are clear and accurate; illustrate
the subject matter, support the>maIn. conclusions; and establish a
logical sequence for the;? presentation of the paper. The text then is
simply an explanation andrdiscussion of what is on the slides. A,summary
of the slide and text guide-lines for/various length talks is-given in
the following table.
Length of Talk
Minutes
10
15
20
25
30
60
Number of -Slides
Preferred
7
10
14
17
20
40
^ Range
5-10
- 8-15
10-20
13-25
15-30
' 30-60
Number \of> Text 'Pages
Preferred
*
4
6
8 '
10
12
24
Range
. —
,
7-9
9-11
11-13
22-26
The preferred number of slides in each case Is judged to be near
the optimum for a fast moving technical talk to a general audience. The
lesser number of slides might be required for a talk to an audience
already knowledgeable in the subject and, thus, capable of absorbing
more detail. On the other hand, as many as one slide per minute would
rarely be used unless they were simple word charts or photographs in
support of an orientation or general review talk. In actual situations,
the speaker will probably have a mixture of simple and relatively more
complex slides and, thus, some judgment in the matter of planning is
called for,
• - •
The number of text pages is directly related to the speaking
.rate and is fixed within narrow limits for a given length of talk.
It is thus vitally important that the text be closely correlated with
the slide material for maximum efficiency. A given length of text
alone will contain much less technical information and may actually be
more confusing to the listener than if it is well coordinated, with and
related to the slides.
Two points mentioned earlier are worthy of special emphasis. In
any talk it is helpful to the person in the audience to be able to
anticipate the scope and sequence of the paper, hence, an introduction
or "road map" slide of the type shown in figure l(a) can be very helpful.
Likewise it is useful for the person in the audience to be reminded
what the main conclusions are. Thus, it is helpful to end up with a"
summary or concluding remarks slide. The road map and conclusions
slides are, of course, included in the above tabulations.
10
CONCLUDING*REMARKS
Guidelines have been presented for the preparation of Illustrated
talks which are audience oriented and which are aimed at the efficient
transfer of technical information. Early decisions concerning the
required number of slides are helpful in initial planning for a good
quality talk. Detailed considerations are; the establishment of limited
objectives, selection of appropriate slide material, development of a
text which is well-coordinated with the slides, and accurate timing.
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